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Helpful Information

Recording Time & Attendance:

Time and Attendance can be recorded in ATAAPS on a daily basis for the bi-weekly pay period. A
deadline schedule will be distributed once it is finalized.

Each Timekeeper will need to change each employee’s Permanent Tour of Duty if they are on an
Alternate Work Schedule. The initial set up default is for the Tour of Duty to be 8 hours a day for 5
days a week.

Only exceptions, e.g., leave taken, compensatory time earned, to an employee’s fixed schedule need to
be recorded in ATAAPS.

All hours will be recorded in 15-minute increments. (Hours earned and used.)

ATAAPS requires funding information to be recorded with each employee. The funding information
that is required is Fund-Type (FT), Financial Plan (FP), and BNR (Budget and Report Number). If an
employee’s time is charged to the same FT, FP, BNR, “favorites” can be set up. The instructions for
setting up Favorites are included in the attached On-line Help Instructions.

When using a FECA (Worker’s Compensation) Labor Code, the timekeeper will need to input the date
of injury.

For those employees on AWS, their in lieu of holiday under their Tour of Duty Hours will need to be
adjusted in ATAAPS for that specific pay period.

All time will be deducted as recorded if sufficient balances are available. Leave will automatically roll
over to another leave category if the employee does not have sufficient leave balance. For example,
sick leave will convert to annual leave if the employee’s sick leave balance is not sufficient to cover the
leave recorded. However, comp-time used will not convert to annual leave if the employee has a
sufficient comp-time balance even though they have a use or lose balance for annual leave.

Certifying Time and Attendance:

Approving Officials will certify Time and Attendance electronically rather than on hard copy.

No one will be certifying his or her own time.

General:

Only those employees in DOE organizations that currently provide for employees to record their time
will be expected to record their own time in the new time and attendance system initially. DOE will
continue to utilize timekeepers for all other employees.
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ATAAPS does not produce a hard copy report of each employee’s time for the employee to initial
when leave used is less than 8 hours. Documentation for leave will be left to local level discretion.

The pre-approval request and authorization of Compensatory Time and Overtime will be handled at the
local level. Use your local level procedures for the request and authorization of Compensatory Time
and Overtime. Procedures for requesting leave remain the same.

Energy Time and Attendance Coordinators will no longer need to consolidate timekeepers’ information
and transmit a file to Payroll, because the Headquarters Database Administrator will transmit the
information directly to DFAS.

Organizations will receive similar Time and Attendance Reports to what they are receiving now.

Users will be accessing ATAAPS through DOE’s Employee Self Service (ESS) system. There is a
transparent link from DOE’s ESS to ATAAPS. No additional password is required.

A copy of the Process Instructions for ATAAPS On-line Help is attached for your reference.
A Job Aid that describes the Time and Attendance codes is attached for your reference.

A crosswalk of DOE’s frequently used Time and Attendance Codes to ATAAPS Time and Attendance
Codes is attached for your reference.

Please refer to http://chris.inel.gov/payroll for additional information on the Payroll Transition to
DFAS.


http://chris.inel.gov/payroll
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Login to ATAAPS

1. Open browser (Internet Explorer is preferred or Netscape.)

Note: Browser must be 128 bit encrypted and Internet Explorer version 5.x or Netscape version 4.x
or higher.

2. Go to the U.S. Department of Energy’s Employee Self Service at the following URL:

http://m s. doe. gov/ ess

Note: DOE Employee Self Service is available from your home using your local Internet Service
Provider anytime, 24-hours a day, Monday through Friday. The database files are taken down for
backup purposes from 7:45 pm each Saturday until 6:00 am Sunday. DOE Employee Self Service
will not be available during these backup periods. Once connected, save this as a favorite or

bookmark.
3 ESS: Employee Self Service - Microsoft Internet Explorer =18l x|
J File Edit ‘iew Favorites Tools Help |
J GBak + = ~ (D 7t | Qi search (3] Favarites {4 Histary ||%v S E-EHD
J Links ”|Jnddress I@ https:fmis.doe. govfessfindex. cfm j e
=
U.S. Department of Energy ABOUTESS
E Self Sevvi con
mployee Se vice i
PASSWO.
& = CONTACTS
S, e TRAINING
7 r 4 CATALOG
HELP
PRIVACY/
SECURITY
CHRIS
WORKFLOW If you do not
Key to Your Information Universe have an ESS
User ID or
forgot your
ESS password.
4| I _’I_I

[Cickere t bean] [ [5 [@ et
start[[] o) @ <3 || [l e | B | e | Ee.| v [ Eo| RUSNME =80 1asem

Note: To request a User ID:

Select Get/Forgot Password above
Enter Last Name and SSN (or CHRIS Employee ID)

Select the appropriate answer to “Are you a US Citizen?”
Click on Request Password


http://mis.doe.gov/ess
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3. Click "Login" and the following screen will appear. Enter your Social Security Number (SSN) or CHRIS
Employee ID and Password.

/3 ESS: Login - Microsoft Internet Explorer = 8] x|

J File Edit ‘iew Favorites Tools Help ﬁ

J GiBack ~ = - (D i | Qisearch (3] Favarites £ #History |I%v =3

J Links ”|JAddress I@ https:fmis.doe. govfess/secure/PINstart .cfm j e

Employee Self Service

LOgil‘l If you do not have an ESS password or forgot

your ESS password, then click here and
request one.
85N (or CHRIS Employee ID):

Why use ESS? To review/update your personal

Password: ¥ P your p
and payroll information.
Why use CHRIS Workflow? Electromcally
Authenticaty submit your training or personnel action request for

approwal.
Click Here

Have questions? Read our Frequently Asked

Buestions

Need more help? Contact the ESS Help Desk
at 301-903-0605

[
& [ |5 |4 mternet
iastart”J & = B2 ]E@EE@E |E—QG5N%<H§:;{)H® 1:57 P

4. Click on “Authenticate Me” and the following screen will appear.

/2 ESS: Welcome Page - Microsoft Internet Explorer = 8] x|

J File Edit ‘iew Favorites Tools Help ﬁ

| wBak ~ = - @D | @search [elFavortes (HHstory | B S

JLian ”|Jnddress I@ essdemo/secure/start, cim?skey=82c2ize2dzizF 28201 e28252d28252h! £ c25314 93535364356 j e

) 4]
Welcome Page | Feedback | E N S li S
Logoff | Change your ) “m wee e ervlce
password | FAQs
Good morning, JOHIY T SMOITH. Today iz Tuesday, May 06, 2003 .

What's New in ESS
(last updated) To display or update your information, click on any of the links in lefi hand
navigation har. If you need assistance using Employee Self Service,please

contact the help desk at 301-903-0605.
Request CHRTS Workflow ]P

— The official DOE emai address we currently have on file for you is:
ESSSupport@hg.doe.gov.
. . If this is incorrect, please go to the locator information page to update 1t
Review Information P & LB LONNANON P P
S Your most recent transaction(s)
B e e Date/Time Transaction Transaction g
Entered Subject Type tatus
Personal Benefits Statement
[ oamamnnzovazse am | Education [ Change | Fending
W-2 Information [ 127122000 05:4002PM | Statetaxwithholding | Change | Fending
[ 1212/2000053933 PM | Locatorinformation | Change | Fending
q 1241242001 05:38:57 PM Li S ertific ati Add Fendin;
Update Information | | cense/Certification | | TEEne
[ 1212/2000053730PM | Federsltax withholding | Change | Cancelled by user -
& ’_Elo Inkernet

;astart”J & » >

J KEf Inbox - Mi..., | Mlcrosoft | A Py ESS D...“@ESS: Welc... @E 5@5N %f)l—l% Ti5F AM
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5. Scroll to the bottom of the screen.

Q- O HRAG PXk@O 2% E- LA i -ex

Traliing Schedule ~

Help

Contact the Help Desk L}S

ELBS Printing

Frequently Asked Questions

System Downtite

Security Information

Related Links

Germantown Parking

Parking Permits

Security Comment

Vehicle nformation

Time and Attendance

ALAAPS Click

Here

B

Privacy/Security Notice
6. Go to the Time and Attendance portion of the side menu and click on ATAAPS. The Privacy page is then

displayed. Click “YES” to continue. The ATAAPS Main Menu appears.

2R ESS/CDS ATAAPS LOGIN - Microsoft Internet Explorer

File Edit  ¥iew Faw Tools  Help

<=Back -~ =+ - &} 74 | iChsearch [GalFavorites SHistory | B S - =

Links ”“Address IE sfsecurefatasps_login.cfm?skey=hzbzizg; izh: c1hzaz52c b 155353b35 4! 4535314

: B @
@ stal = B> ”lJ I.I EA] c] Ep.l F'.I ER]@ D] ﬁF.l A] [ RS NPAG: £ =Ty 1:24pPm
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Personnel Management
The Personnel Management feature can be used for:

Adding a New Employee

Managing the Favorites List
Assigning a Temporary Tour of Duty
Changing the Permanent Tour of Duty
Displaying Team Assignments

Detailed instructions for each of these tasks can be found in the Process Instructions from
On-Line-Help.

Changing Tour of Duty for Employees

To change the Permanent or Temporary Tour of Duty for an employee, click the Personnel Management link
on the ATAAPS Main Menu.

2 htips:#/ataaps. doe.gov/ataaps/ControllerServiet - Microsoft Internet Explorer |Z||E|E|
e

File Edit View Favorites Tools Help h

@Back h > | |ﬂ @ 7;} /.._\J Search ‘-_F::_(Favorltes @Medla €‘3 2 - :,. —= J ﬁ

Address |@ https:/{ataaps.doe. goy/ataaps/ControllerServist v| Go Links **

Timekeeping

P Labor 4 P Inguiries
P T&A Rewiew > 44 P Labor Interface
P Default Lahor P Eoster hanagement P Change TIC - TRAINO
P Team Management
P Database
Help 3
Logout of ATAAPS Weh
wersion: 03-20-b11 v
&] = @ Internet
74 start [ @ trbox - Microsoft out... |l Revised DOE Deskaui... 4R https: jjataaps.dos.g... &) 415PM
+
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1. Following is the screen for changing an employee’s tour of duty. Select the desired Team by using the
drop down menu and display that Team by clicking on the Team button. Select the employee that you
wish to change the tour of duty for by using the drop down menu and clicking on the Employee button to
select. Once the employee is displayed, select the Perm Tour link to change the Permanent Tour of
Duty.

<2 ATAAPS Personnel Management Window - Microsoft Internet Explorer ===
J File Edit Wiews Faworites Tools Help h
J = Back - = - @ i ] | @Search (] Favorites @Hlstory | %- =R ‘| g
JLinks ”“ Address I@ https: ff ataaps.doe. gov)servietfataapswweb PersMarmt ControllerServlet LI & Go

T Cr S OIOICT FEANGAE CICIG- T I UPCriacy |

[Logged In As: [PEGIATO, PHILIF R [UIC: 200000
| Team: [730601 730601 =1 [7eam |

| Employee: |SMITH,.TOHN [[SMITH. JOHN L'ili” Employee_|

Properties ;;: Tearn Foster Type %’%kCemer DefaultsiFavorites  Status  Schedule Temp Injuwry 3
| *Last Mame: |[SMITH
& | S5H. [995.00.9006
Click Here After |cumrent Date SDA ID: [DOEHGD
Selecting Team [ Close Date: |
IS iarn T H :
and Employee I reian Type Hows: | T
FarvoritesFeguired: | —
uired Field —
Savel Addl Refresh I _|
|@ ’_E-lb Inkternek

i@start”] o & e ”|J 1n...| ... | saF... | Egu...”@n_._ L. | @A...l | R E= @ N £ i e 1057 am

2. Using the Add Tour drop down menu, select the Pay Period this change is to become effective. Then click
the Add Tour button.

Add Tour: [ 2003Jun01

ge Date |Mtemnte Work 5

Click Here ||;|_N.;.t on AWS(5 da

First
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Q- O HNRG L,k RLEIIA -2

|Open Date |Close Date Period Length | Alternate Work Schedule
|61 512003 | | 14 [[0- Not on &%/S(5 days wk. 8 hrs)

Click
Here
Second

E

HeR

o
o
=

EnE]
(=
EaE]

ae

3

L

Calculate & ' alidate Total ]

Save & Close Cancel
L === ="

3 ATAAPS Personnel M. ..

3. Select the Alternate Work Schedule (AWS) drop down and choose the employee’s AWS. After selecting
the proper AWS for the employee, click the “Update AWS” button. If needed, change the employee’s
Duration Hours for each day. When finished with updating all Duration Hours, click the Calculate and
Validate Total button at the bottom of the screen to verify the correct number of hours for each day of the
pay period. Click the Save and Close button at the bottom of the screen to save changes.

Q O B@@\ﬁi&@@@%IDa‘% A==

Alternate Work Schedule
" E - Compressed(20 hrs bivek; scheduled days) Q |[ Update w5 J

| Day h—l-.mﬁ;m
l— | 0.oo 0.00
l— | 200

~ |Sunday Premium.

&=

o
s}

Then Update the
Duration Hours
for Each Day

.gg

il

[13 [ooo | (om0
l—_|000 v [000 »

ITnt&lStfleﬂ‘uledHomw | 80.00 |[ Calculate & Validate Total |
[Saettis |

i Revised DOE Deskgui. .. 2} ATAARS Persarnel M.

|
|
|
|
|
|
(O
|
|
|
|
|
|
|

10
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1. Following is the screen for changing an employee’s tour of duty. Select the desired Team by using
the drop down menu and display that Team by clicking on the Team button. Select the employee
that you wish to change the tour of duty for by using the drop down menu and clicking on the
Employee button to select. Once the employee is displayed, select the Tour Day link to change
the Temporary Tour of Duty for a specific pay period.

<2 ATAAPS Personnel Management Window - Microsoft Internet Explorer == =]

J File Edit Wiew Fawvorites Tools Help

m

J g Back + = - @ i | @Search [F2] Favorites @Histury ||%v =N &2
JLinks ”|J Address I@ https:j{ataaps.doe.gov/serviet/ataapsi'eb PersMgmt ControllerServlet LI 6o

T CESOUIHICT FVIAIAE CIICIG- T I P el iacs AI

[Logzed In 4s: [PEGIATO, PHILIF R [UIC: 200000
| Team: [730601 73060 =] [ Team |

| Employee: [sMITH, JOHN [[smiTH_JoHnN =1 << 2o |_Emplopee |

o
=]
E
7
g

FProperties Tearn Foster

DefaultsiFeavorites  Status  Schedule Terap Injury S

Ept
Lpe WorkCenter

=

| *Last Mame: |[SMITH

Click Here After |
. |zurrent Date 504 ID: [DOEHGD

Selecting Team i Sloms Duie |

and Employee [Pesuinra Type Homs: | [

| FavoritesRecquired: | —

SSH: [p90-00.0005

* Beguired Field

Savel Addl Fefresh I

3] I_E|Q Internet
lstare ||| (] @ 53 = 7| Bl | B0 | R | e [Ela ] €1 | 88| [REWE G NP £ mi Db 1057 am

=]

2. Using the Add Tour drop down menu, select the Pay Period this change is to become effective.
Then click the Add Tour button.

: E = A - — ] |
- : / ) = i i Z A~ =l
@ Back > » <t ,_h P Search 5 ¢ Favorites G‘ Media {3 = £ 5= | é%
Address |@ https:}/ataaps.doe.gov/ataaps/PersMgmtcontrollerServiet V| Go Links **

L ~

Personnel Management-Tour Day

Loggzed In As: 'BEALL, PAULETTE C |UIC: 10000

Team: 215531 | w
Employee: BEALL, PAULETTEC | ~| [CEmployes |
[Work Center: |AASA - AASA

X Tour Perm. . e Ept. ? - : i : .
FProperties e Ty Tearn FEoster Tupe WorkCenter Defanlta/Favorites  Status  Schedule Temp Injuy 3
[4dd Tour: |
| ‘Labox T Date |Close Date Periotgh=th Altg
Click Here (R Click
) Here
First Second Help
Goto ATAAPS ilenu
Logout of ATAAPS Web
.@ é a Internet
14 start | © b - Microsoft Out... | D ATAGRS elM.. | @ . &) 1:17PM

11
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1. The following will appear.

Add Tour: || Add Tour
ﬂ_ Lahor Open Date |Close Date Period Length Alternate Work Schedule
F] 0701352003 | 0702652003 14 f - Cormpressed(20 hrs biwk; scheduled dasrs)

eleteR ows ] [ Refrezh ]

2. Click on the Book icon and the following screen will appear.

Day |Duration Night Diff Sunday Premium
2003 Jul 13 Sunday 1 0.00 » || 000 »

2003 Jul 14 Mlonday 9.00 s || 000 W
2003 Jul 15  Tuesday 300 =l 000 s &Y Click Here to
2003 Jnl 16 Wednesday .00 w || 000 Change

Duration Hours

2003 Tl 17 Thursday 9.00 s || 000 W

2003 Il 12 Friday .00 s || 000 W

0.00 «| 000 «| []

Lo I = LT L T A S S

2003 Tl 19 Saturday
2003 Jul 20 Sunday 2 000 s || 000
2003 Tl 21 MWlonday g .00 s || 000 W
2003 Jnl 22 Tuesday %D 9.00 s || 000 W
2003 Tl 23 Wednesday | 11 9.00 w || 000 W
2003 Jnl 24 Thursday |12 | 5.00 [+ || 0.00 |»
2003 Il 25 Friday 13000 || 000 =
2003 Jul 26 Satwday |14 | 000 s || 000 | []
Total Scheduled Hours: 20.00

Save & Cloze ] [ Refrezh ] [ Eancel]

3. Ifneeded, select the Alternate Work Schedule (AWS) drop down and choose the employee’s AWS. After
selecting the proper AWS to update for the employee, click the “Update AWS” button. If needed, change
the employee’s Duration Hours for each day; this would be where you change the AWS day for an
employee. When finished with updating all Duration Hours, click the Save & Close button at the bottom
of the screen to save changes.

12
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Filz

2 https://ataaps. doe.gov/ataaps/ControllerServlet - Microsoft Internet Explorer El@lrzl
’l

eBack L lﬂ lg _;\J /.j\JSearch ‘g‘?\?FavUrites @Media {‘3 2 - \{ — —J &

Address |g‘| https: jfataaps.dos.goviataapsiControllsr Servlst v| Go Links **

Desk Guide for the Web Version of ATAAPS

Entering Labor Hours

The items in blue and underlined on the following screen are available for selection
click on "Labor."

Edit  View Favorites Toals  Help 5

Timekeeping Administration Utilities
b Abor P Certification ¥ Inguiries
T&A Review P Fersonnel hanagement » LaborInterface
P Defsult Labor P Eoster I » Change TTIC - TRAINO
P Teamhianazement
P Database
Help
Logout of ATAAPS Web
wersion: 03-20-b11 b
@ é ® Internet
r
f"; start [ 0 Inbox - Microsoft Qut, ., | @Y Revised DOE Deskgui... -2 https:ffatasps.dos.g... &) 4:15 PM

181

J File Edit “iew Favorites Toaols  Help ﬁ

| «Back - = - D 4 | Bsearch [G|Favorites SHistory | BY- S md 2] <2

| inks | | address [&7 hetps:fiataaps. doe.goviserviet/ataapsiveb. Contrallerserviet =] @aan
=

Go o Botiom
[ LoggedInas: FEGHATO, PHILIF R [UIC: 2C0000

[ Team: (730601 I =1 [[Team |
Employee: [SWIITH, JOHN [ =1 <<| >»||_Employes |
Begin Pay Period: [2003-Tvlaz-04 I = << =2 PayPeriod |
|PiDiffHazOth: Mo [Concur: No |Certified: Ne

May < 5 & T g 9 10 11 12 13 14 15 1& 17
ﬁ. Work Center Task Job Order Type hr Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

Reporied Hours 0.00: 0.00 000 0.00 000 000000000 0.00 000 000 0.00 0.000.000.00

DeleteFiows | MiDitHazOth | Insetfd Fefiesh | Summany |

Back to Top

Help
Cio to A T8 AFS Ivienn
Logout of ATALPS Web

=

&

[ & |4 mternet

;Qstart”] o & < > >>|J In...I =D... | BAF... ||@n1... b gi... | &1D... | [ RYE G NPF L =0Ty s am
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. To enter labor hours,

The following is the screen for entering labor hours. Select the desired Team by using the drop down
menu and display that Team by clicking the Team from the drop down list and then click on the Team
button. Select the employee that you wish to record hours for by using the drop down menu and clicking
on the employee’s name then click the Employee button. Select the desired pay period from the drop
down menu and then clicking on the Pay Period button to display or use the arrow buttons next to the drop
down menu. To enter labor hours, click on the Insert Row Button located below the Reported Hours line.
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3. The screen will change to look like the one below. This will display a selection of pre-determined
WC/Tasks/Job Order combinations.

herps:foust-su ppoet-dev. dFas. mil: 447 fserviletlataap s Wieb,

= |ORGATS TUNTIOHNDEWM Union Rep - TUNIOHDERM-D11
= [oRca1 _ £ [DDILVEDEM-D1
Make Your
Selection First
Click Here
Second

4. You are now ready to input Labor Hours. Enter time by typing the number of hours, i.e., 8,9, 7.45.
(NOTE: Whole hours are entered by just entering the number, i.e. a 4 with no decimal. Partial hours are
entered as HH.MM (hours, hours, minutes, minutes) by using a decimal point not a colon. For example:
quarter hours are .15, .30, and .45). All hours must be recorded in 15-minute increments. Below is an
example.

Q O HNEG LP4@®O R BELA Ay -ox

. ﬂ _Tea_m
tILﬁ'Q}E‘S" @ |] Employee
: ||—l§[ : H PayPeriod |

DeleteFiows ] [_NDitHaa/0t | [_nsenow | [ Rehesh | [ Summery | [ Create LU |

14
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5. Click the save button to update the database. If you fail to click the save button before closing the window,
the system will not save the entry. Also, number of hours must be entered for each row created or the
system will display the message: "Labor Duration Not Entered" under the line where no hours have been
entered. The system will also alert if the number of hours entered exceed the scheduled hours (regular
hours) on any given day by an # above the day where the problem occurs as shown below. ALL errors
must be corrected before successfully saving all entries to the database. If time is correctly entered, no
error messages will display after clicking the save button. The system has saved all entries to the database.

0 -0 RRG LHeOREEUA oo

| ' Tﬁam‘ 815531 : J] Team
|

‘Employee: BEALL, PAULETTEC | v] [Employes |

| B?ﬁﬁhfﬁmiipm-?mii | ' H PayPeriod
NiDifiHaz/Oth: No Concur: No [Certified: No

Click Here
first to .
delete a
row.

Click Here
second to
delete a
row.

1 —

To delete a row:

e Select the row to delete by clicking in the Delete Check Box Field (shown above under
the trashcan icon).

® (Click the Delete Rows Button

15



Desk Guide for the Web Version of ATAAPS

Recording Differential, Hazard and Other Hours

1. To show sick leave as "Family Friendly" enter the hours for the day that it applies. Then click “Save” and

then click on the "NtDiff/Haz/Oth" button located below the row on the screen. The page will change as
shown below:

= ATAAPS 14 Day Labor Window - Microsoft Internet Explorer

EIBX

[ i Inbox - Mic

14 Stant

ﬁ|
File Edit ‘ew Faworites Tools  Help '1.'
@Back M > | |ﬂ |EL| _;\J /-.-\JSearch ‘-:','1:(’ Favorites @Media @3 - k,__'_ q _I é%
Address @ https:ffataaps. doe, gov/ataaps/Controller Serviet vl GO Links **
-~
Go to Bottom i
LoggedInds: BEAIL PAUTETTEC UIC: 10000
Team: 215531
Employee: BEALL, PAULETTEC | | (<<
Begin Pay Pesid: 200370 5
MNiDiffHaz/Oth: Mo Concur: No Certified: No
June 29 30 1 2 3 4 5 ] 7 2 9 10
m Work Center Task Jobh Order Tvpehr Sun Mon Tue Wed Thu Fri Sat Sun Mom Tue Wed Th
()&  sASA  WHIODOODOD L v | |so0 | | | | | f2o0 | | [
1D ( J 1 {1 [ J | [ | |
Hz/Oith add add
()&  sASA  WHIODOODOD LE v [€| | [215 | | | | | | | [
o | | | | | | | | | | |
Hz/Dith add
Reported Hours  10.15: 0.00 ooo 500 315 000 0.oo 0.00 ooo 200 L0 T 1
[Save] [ DeleteR ows ] [ MDA H az/0th ] [ InzertF ow ] [ Refrezh ] [ Summary ] [ Create LU
Back to Top 2
< | >
@ Done é ' Inkernet

<} ATAAPS 14 Day Labo,,,

2. You then click on "add" below the day the entry will apply to and
screen:

-2} Extended Labor Attributes - Microsoft Internet Explorer

File  Edit  wiew  Favori tes  Tools  Help

& ) 10:17 AW

the system will display the following

“=Back - = - g} 4} | Brsearch  [GelFavorites  cEHistory | By S o S| =2

Links | | address [&7 izer

Cor Pop

n—getwindowename—astExtendedLaborwindow jspBday OFPp—48rawium—2 = |

.o
K

Employee: TONES, TJOELT
Date: 5(7/2003
Job Order: WIM0000000
Op Code:

Type Hours: Sicle

Reason: [DA - Birth of Son/Daughter or Care of Mewborn

DE - Adoption or Foster Care

DC- Care for Spouse. Son. Daughter. or Parent With Serious Health Conditio
DD - Serious Health Condition of Employes

Remowve I Cancel I

Click Here After
Selecting the Reason
Code Above

=

Bl

I

[ [ [@ tnternet
hstant ||| o) & <0 > 7| B =] sar. | maa |[EE & | ar]

3. Choose the reason that applies and click the "Reason" button. The
and the proper code under the day you indicated as shown below:

16

[ R = NP £ i

1:32 PM

system will return to the labor screen
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0-0 RAGL,KeOLEUA y i

ﬂ " @H Employes
] Ji PayPeriod |

NDi e/t nsaton | [ Sunmay |

; start & Inbo - Microsaft Qut. il Revised DOE Deskaui, .. Y ATAAPS 14 Day Laba, ., % ) 10:20 AM

4. Click the "Save" button to post the entry to the database.

17
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To Display Summary Hours for the Pay Period

1. To review the information for the pay period, click on the summary button. The screen will change as
shown below:

Q- O NRAG LPH@®O 2REELA -

| Team: 215531
| Employee: PAULETTE C BEALL
Begin Pay Period: 2003-Jun-29

e [29 [30 [1 [2[3 4[5 [6[7 [2 [0 [10][i112
l_l—!ﬁlﬁl_lﬁlﬁl_l—lﬂlﬁl_lﬁlﬁf

Scheduled Hours: [0.00 |8.00 2.00 800 (3,00 2.000.000.00 3,00 [8.00 2.00 800 [3.00 0.00

Scheduled Night Diff: 100 [0.00 000 0,00 000 000 0,00 0.00 000 000 000 000 000 000

Scheduled Shift Code:| 0 | 0 0 [0 [0 [0 (0 [0 [0 [0 0 [0 [0 0

Reported to Scheduled: [0.00 .00 200|200 200 3,00 0.00 0.00 300 [8.00 (200 300 2.

[a ] =@
== ==

= =
& 2 =]

Reporied Regular: (0.00 [8.00 300 445 .00 800 [0.00 0.00 600 .00 800 200 3.
Reported Night Diff: 01.00 |0.00 0.00 000 0.00 0.00 0,00 0.00 (0.00 000 0,00 00

Reported Lesve: 000 00 500 315 000 000000 000 200 0.0 00 000 0

Reporied Premium: [0.00 [0.00 0,00 0,00 0.00 0.00 0.00 0.0 |0.00 0.0 0.00 0.00 0.

Reporied o Shift Override Code: |~ | | | | | [ | [ |

=
[}

[y
[== R,
—_
L]

=
=

:l'_‘\: Inbox - Microsoft Gk, ., L._;g Revised DOE Deskaui. .. 3 Labar Summary Far P... % ) 10:24 &M

2. To return to the labor screen you click on either "Back" located on the left side of the screen.
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Uncertified Employees Report

1.

4.

5.

Select the Inquiries option from the ATAAPS Main Menu.

Select Uncertified Employees using the radio button. Then Click Continue.

Select the current Pay Period or select a specific Pay Period.
Select the Roster/Team you wish to query by highlighting and clicking “Add”.

Select the “Process” button.

ATAAPS will display the number of employees whose time has not been certified and who is their designated
certifier. To display the employee and the certifier, select the Uncertified Time Detail option as shown below.

2 Inquiries - Microsoft Internet Explorer

File Edt View Favorites Tools  Help

Q- O W B G Psowen Pormotes @i @ (353 ) B

Address | &) https:{ataaps.doe.goviataaps)InguiryController Serviet

| Logged In As: BEALL, PAULETTE C UIC: TRAINO Click
Pay Period Begin: 2003-Ju-15 Here

Number of
Roster Uncertified | Certifying Official
Employees
|TRMRSTE. | 15 [ERHART, BARBARS

Mew |nquing

‘ | | él . Internet
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Certifying Time and Attendance

1.

Select the certification link on the Main Menu page. The following page is then displayed. (All
employees and SSNs are fictitious.)

T} ATAAPS Certilication Window - Microselt Internet Explorer = |5 x| M
[Pz Edt View Pavcites Todk  Hep El=
|k - - @D [5] F| Qe Sdrwones B | F- Sp
| Acdress |t'| hetps: | foust-suppoet-dey.dfas. ml4 7 fserv et ataapsWieh, ContralliesServlat ﬂ I';'Gﬂ
E— ii=
[ Tagzodinte: [ERSART-DI-DI, BARBARA [OIC: DBMSDS A .
Roster: [ORG44 - Fusl Call Branch D4 | =1 [ Foste %
i;ﬂ.ﬂ_h._}’[;;li |3]D2.Elec.l2ll ._i ﬂﬁl | PayPesind _I -
=
Detail Cortity Review  Employee SSN  Scheduled Reporied Regular PdLeave UnPilewve Premium  Certifies Name ol
ANDERSON-DH, ERHART-DI-DI, =
u [ o MIARYIN 447244444 2000 E0D) 6203 1100 oo 1500 BARBARA '.\‘-.__,_
i ERHART-DE-DI,
W ~ I BURRISDAKELLY 4132444 3000 3000 4100 900 000 200 LooEen
. CHAPMAHN. DA, ERHART-DLDI,
(8] [w I DlatA A-19-4444 4000 A0 ITo0 300 oo 0.00 BARBARL
DANIELS-D4, - ERHART-DI-DI,
uﬂ v = STACEY 447.23.4444 40,00 001 4501 1400 ufaln] .00 BAREARA
ERHART-DI-DI,
W # [ DOBBSDACHRIS 40if.44 000 8000 €00 1400 000 500 EoRTE
. EDGEMOH-Ld, ERHART-DL.DI,
iR (g E L RTIT T T 1 e BT T T B v
ERHART-DI-DI,
I.]_zg [ I FORD.DE BECKY &47.20-d444 3000 3001 2403 400 Dao 3.00 BARBARA
WILSCON-Dd, ERHALRT-DI-DI,
@ FLomEes AMZlA4 S0 000 6000 WO0 000 300 Loenl <
ﬁ.
Save a
e e e e ____.._:_] ?r
|8 Done [T [ PEiocalirtranet
2. To view the labor details for an employee, click the book icon next to the employee’s name.
3. To certify an employee’s data, click in the certify check box. To decertify uncheck the box.
Note: The certify check box will be grayed out if all employee tour hours have not been reported or if
the certification window is not yet open.
4. To access an alternate certification roster, click on the roster drop down, and then click the roster button.
5. To change pay periods click the << button to proceed to the prior pay period or the >> button to see the
next pay period. Alternatively click the pay period drop down, select the desired pay period and click the
pay period button.
6. Click Save.
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Changing Your Password

1. To change your password select the “Change your password” link on the ESS Menu page:

3 ESS: Welcome Page - Microsoft Internet Explorer =

J File Edit Yiew Favorites Tools Help ﬁ

J Back - = - (D 7t | Qi search [dlFavorites £ #%History ||%v =3 RIE ]

| Lirks ”|J Address |@ essdema/securs start. cfm?skey—82c2izedRizf 282¢ 1 228252d28252b 282522253535 32531 45 3535 393535364356 353535382 7 || (&0

wesmetue etk Employee Self Sevvice

password | FAQs

Good morning, JOHIN T SMITH. Today is Tuesday, May 06, 2003 |

YWhat's New in ES
(last updated) To display or update your information, click on any of the links in lefi-hand
navigation har. If you need assistance using Employee Self Sexvice, please

contact the help desk ai 301-903-0605.
Request CHRIS *

The official DOE email address we currently have on file for you is:
ESSSupport@hyg.doe.gov.

. . If this is incorrect, please go to the locator information e to update it
Review Information -P & iocator mlermaton pag i
Earmings Statement Your mosi receni transaction(s)
Semndeasihodie i Date/Time Transaction Transaction g
Entered Subject Type tatus
Personal Benefiis Statement
[ oamazo03 074259 Al | Education [ Change | Fending
W-2 Information [ 12112/2001 05:40:02FM | State tax withholding || Change | Fending
[ 121122001 0539:38FPM | Locatorinformation || Change | Fending
. 12/12/2001 05:38:57 FM Li (Certificati Add Fendin
Update Information | | censeleriication | | TEncing
[ 12112/2001 0537:30 FM | Federaltaxwithholding || Change | Cancelled by user =
|&] ré_l’ Internst

;ﬁstart”] & ™ 2

J (o] Inboze - Mi... | Mlcrosoft | b F: ESS D...“@ESS: Welc... |@$ 5@5 N %ﬁ)l—l@ 757 AM

Note: The following rules apply to changing your ESS password.:

Password contains between 8 and 10 non-blank characters.
Password contains at least one number.
Password must start with a letter.

Password may contain special characters # and $ only.

2. To change your password, enter the new password in each of the boxes provided and click the OK button.
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Accessing Your Leave and Earnings Statement (LES)

1. To access your LES, select the “Earnings Statement” link on the ESS Menu page:

4} ESS: Welcome Page - Microsoft Internet Explorer =51 =]

J File Edit Yiew Favorites Tools Help ﬁ

J d=Back - = - @) i) | Qi search  [GgFavorites ¢ #History ||%v =3 R |

| Lirks >

J Address I@ essdemo,l’secure,l’start.cFm?skey=82c2|292d2|2f282c1328252d28252b28282a2535353c2531453535393535364356353535383j @GD

" "-' AR I .
Welcome Page | Feedback | E ﬂ S lf S
e mployee detf dervice
password | FAQs
Good morning, JOHN T SMITH. Today i1s Tuesday, May 06, 2003 .

What's New in ESS

(last updated) To display or update your information, click on any of the links in lefi-hand
navigation har. If you need assistance using Employee Self Sexvice, please

contact the help desk at 301-9203-0605.
Regquest CHRTS Workflow e

— The official DOE email address we currently have on file for you s
ESSSupportighg.doe.gov.
Review Information If this is incorrect, please go to the locator nformation page to update it.
Earnings Staternent Your most recent fransaction(s)
Personal Infirmation Date/Time Transaction Transaction Status
Entered Subject Type
[ oanacoozo7azso aM | Edusation [ Change | FPending
[ 1212/200105:40.02PM | State tax withholding || Change | Pending
[ 12122001 05:3938PM | Locatorinformation || Change | Pending
. 12/12/2001 05:32:57 PM Li fCertificati Add Pendin,
Update Information | | censeleriieshion | | tensng
[ 127122001 05:37:30 FM | Federaltaxwithholding || Change | Cancelled by user =
&7 [& |8 nternet

HRstart ||| ] & 53 B »|| Bimbox - wi... | Wmicrosoft ... | xaFw: ess 0. |[EEss: wele.. [R@ B NPALH =T 757 am

Note: This is a direct link to DFAS MyPay to access your LES.

Employees will be able to view/save/print their Leave and Earnings Statements.
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ATAAPS Help Function

For a complete list of help topics in ATAAPS, click on the Help link located in the lower right portion of the
Main Menu. This will open an additional copy of the web browser with links to all help pages.

; https://ataaps.doe.gov/servlet/ataapsWeb.Conkr - | = | il

J s Back = = - @ ﬁ | EJ File  Edit Wiew Faworites Tools Help
JLinkS »“»"\dd"ess I@ https:/fataaps J 4=EBack ~ = - &) b | Qi Search [Ga]Favorlkes ¢ 4@History | By S W
J Links ** J Address I@ https: ffakaaps,doe.govfataapsihelp/contents, html
Click Here
Contents To Close
Timekeeping Administration Utilities
Certification
Reporting Labor Displaying the Lahor Inguitie s
ST AT
Tin Iio Labor Selecting a Roster fior Labor Interface
T Certification
[ Dreleting Labor Certifying Time and Changing the A ctive
L Attendance jhile]
I Reporting Premium Time Displaying Extended Chatiging Vour
Labor Attribuates Eassword &
|7 Done ,_E|° Internet v
Help

Logout of ATAAPS Weh
wersion: 03-10-b10

=l

P l_Elo Internet
iﬁstart”] oy &8 =3 B ”|J [ inbex ... | Biesso... | Eipceo... | @https:;..."@cﬂnte... [ REE N =0T sazam

For detailed help on any ATAAPS web page, click on the Help link located in the lower right portion of all
web pages. This will open an additional copy of the web browser with specific informative help pages and
links.

- ATAAPS 14 Day Labor Window - Microsoft Internet
J Fil=  Edit  Wiew Favoribes  Toc

; Reporting Labor - Microsoft Internet Explorer

| wBack - = - D @t | &[] Fle Edt View Favorites Tools  Help
|tinks >*| | address I@ hetps:jiatasps || <=Back - =+ - (£ 2y | @usearch [EFavorites  (History | By S S 2

JLinks > J»Qddress I@ https: /{ataaps.doe,gov/ataaps/helpfreportinglabor, html LI (=t

Click Here
X Return to Help Contents TO ClOSE

ll:
Reporting Labor
—

Moda: Some types of labor howrs cannot yer be entered in the Web browser-based application,
Beg for example, military leave or traumatic fnjury. Fiabor howrs of these fypes have bean iaput
NiDi throwgh the Windows based application, they will be displayed, but cannot be modified.

When you initially open the labor screen, it will display your own labor for the current pay period.
Foumay change to a different pay period either by selecting the desited pay period using the pay
petiod drop-down, and then clicking the pay petiod button, or wou may go to the previous or next
pay period by clicking on the Previous/Hext links. Refer to Changing the Pay Period for more

F information.
If you ate a timekeeper and enteting labor for someone else, you may use the teatn and employes

= dtop-downs and buttons to display that employee’s labor record. Refer to Selecting Teams and
Employees for more information. If your organization has more than one UIC and the person you are
entering labor for belongs to a different TIC than the current one, refer to Changing the A ctive TTIC

@ T P
CoTourTT T T
&7 E & Internet

;ﬁstart”] ] @ I 2

| Enbox ... | Bess-o.., | Bccer... | &lataee..|[Elrepor... [RBIE NP =l £ a6 am

Note: You will need to close this window by clicking on X in the upper right corner of either window.
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